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PAGE
NO. 1.

v

1. Requesting Agency
@  BARRETT SCHOGL FR GIRIS (((opp i

2. Division or Bureau of Requesting Agency

D wWiITH /Wofv‘rleo.m‘: Nev. 21, /763)

3. Authorization Requested (Check only one of the squares below) . {/U’: b Se NE 15\4 L 763 PRE DA D

CR MonTROs iz AFTER € mTINATION

Size: 83* x 11"

(total 26,5 cubic feet
File : Alphabetj.cg]. G’«-, CASE Mo

Amfddarummmfwmhmmwamdat
Barrett School. Ths contents of a typical cass folder have beem
separated into two categories for purposes of retentions

Dates: 193)4 - - Ii2 Fuz j)MK‘ ENS . 2l D REA L7 R
Quantity: Active, Mtim,‘w s B

. RRIE:

A . B | WITH BRRRET T (HEY 0kl woT/ry
Dispose of present accumulation. No E Establish retention schedule for fe- Microfilm ~"and  destroy  originals.
additional aoccumulation is antici- cords for which there is a continuing Originals if not microfiimed would be

pated. Records have ceased to have value occumulation. The records will cease to retained for the period of time indicated.

to warrant retention. ' ' have value to warrant their retention after
the period of time indicated.

4 > 5. Description of Records 6. Recommendation

“: Describe records accurately. Include title, form number, size of documents, of Hall of Records

Nem work or activity' to which the records relote inclusive dates and quonnty and Board of Public

o (cubic or linear feet). Show recommended retentlon period. Works.
l. |MINUTE EQOKS =
: .S
(7]
Sizes 12" x 9" x 1° 3
Quantity: 3 volumos =
Dates: 1935 - - e =
Fils Arrangement: Chronological - ©
. . : (%)
File consists of Minutes of the Board of Managers of Barrett School Z 2
since the purchase of the School by the State in 1934. Books con- s as
tain a record of policy dscisiona, resolutions, and gensral activi- o 0
. ties of the Board, N < &
. ke o
' o
RECOMMENRDATIONe RETAIN PERMANENTLY. —_
¢ —
=T
2. |CASE FOLDERS e md

L

7. Agency, Division or Buregu Representotlve

/,0(1//3‘44—1/

;[ SlgnoturJ Title

Schedule Authorized as Indicated in Col. 6 by Hall of
‘ecerds Commission. . . Public Works.

piser M S LI

/ Date Archivist

4‘,,//’ /é 7

" Date

Disposal Authorized as Indicated in Col. 6 by Board of

W.

Secretary




Fonﬁ HR-RM 1A

(11-1.88)

+ Holl of Records
Commission

“H' 'LE

SCHEDULE~ ..+ -
NO. 200

ST FOR RECORDS RETENTION
{Continuation Sheet)

; EC

PAGE
No. 2,

6. Recommendation

4. .

em
0.

Describe records accurately.
work or activity to which the records relote inclusive dotes, and ‘quantity

(cubic or linear feet).

5. Description of Records
Include title, form number, size of documents

of Hall of Records
and Board of Public

Show recommended retention period.

Works.

0 )

A,

Court records for comrission or detention of delinquent--

A.

B,

Release--copy signed by committing court
Correspondence concerzﬁng immate which may involve State

SDPW 417 (three-page), Keferral for After-Care Planning,

" recomended for release
SDPY L4120, Progress Report to the Court
SDPY 1421, Beginning Study Sumary--contains complete per-

| ‘SDPW 423, Face Shest--contains vital statisties, summary

RECOEHDATION
Psychological Exam--gensral obgervations, sumary sheet
SDPY L22, Reports from Staff--submitted periodically by

SDPd 433, Progress leport to Court on After-f"am-fard.],v
. background, school or jobu history, child-agency rele-

includes social workerts report

liability
made out to notify committing court when a girl 1is

gonal history, history of a previous delinquency and
delincquency resulting in court action, recommendations
and Judgments of the student guidance comnittee

of court action, absences, after-care placement
RETATN FOR SSVENTY YEARS AND THEN DESTROY.

for Viechsler Intelligence Seale for Children

teachers, matrons, rcereation and work sunervicors

tionship, sumnary of child's adjustment since return
to cosm\mity,""s‘batement of plan for continued super-
vision
SDPW 125, Consent for Hcdical Carc--for committed,only
SDPW 427, Data on Child Conmitted to Training School-~copy
sent to SDPW six weeks after admission
SDP L34, Tralning School Educational Feport--submitted
thirty days before release
ALPd 1435, Request to Court for Social llistory
SDPd 1136, Follow-up Request for Social hiatory
SDP{ 437, Referral for Special Planning for Child Not
Meoting Adnmission or DNischarge Criteria
Activity Sheetse-gsurmaries of interviews with inmate re
plans after relsase
Assigmnent Sheet--shows irmate's requast for assimnents
Sumary of Inf{ractions Sheet--with notation of punishment
Rouzh notes of case workers ,
Correspondence--vith committing court, with parents,and.t
parties interested in child's welfare
Form letters to parents re vigits homey™ ..-emisaicn to
give medical care to imate
Requests by immate for appointment with case worker
Reports from Medical Uniteefor beginning study, six-ﬂonth
review, and terminal study
Reports--longhand from matrons and other parbies to the
Discinlinary Cormittee
Adjustment Reports--from supervisors, tec.chers » €

WI1TH D | L-

SSION

APPROVED

HALL OF RECORDS COMM|

various incidents ((e,vr)




FORM

M "HR-RM A

BUU 22 RS t SCHEDULE .
(11-1-86) ( YEQ ST FOR RECORDS RETENTION °TH! 'LE NO. 285

Hall of Records K (Continuation Sheet) PAGE

. Commission NO. 3

4 5. Descnphon of Records 6. Recommendation
; Describe records accurately. Include title, form number, size of documents, of Hall of Records

w work or activity to which the records relate, inclusive dates and quantlty

(cubic or linear feet). Show recommended retention period.

and Board of Public
Works.

B.

3.

L.

()

Six-Yeeks Report--scademic background, placement in

S8ize: 3" x 5%

work,s of personality f,—%
Three-Months Q
Six-}onths Report--sumary of child's bebavior, academiq ==
[ o R
progress .. o
Personal property--slips and/or receipts = ©
Hedical History and Treatmnt, Rscords-ﬁ.led ssparately o L
after 1952 as Itam 9, = ;- e =&
RECOMMENDATICHs RETAIN ALY, BRER=SSBICAL-STSrey ) gl
mmmscmcmmmnmm RETAIN =< .,
. MEDICAY, HISTORY RECORDS FCR SZ% YEARS AFTER’ DIS- o
CHARGE AND THEN DESTROY. ol
4 . J-: -~ . . ¥ S/ 1/—.. &J
entes' REoISTER {((fPew L Dee K) =
Sizes 15" x 10" gu 3
Dateas l? PR T e -
Quantity 1—-0!&/' :
File Amngmntz Chronological \ ‘
The Irmates! negistar 1ists the names of inmates in ordsr of conm-
miosion or dstention, date entered, dateout, and reason for being
out-——escape, parols, releass. Prior to 1530, when this record was b
atarted,umvoltmcmtaimthamsofﬁsitwstotheschool. ,
RECOMMENDATIONs RETAIN P:RMANENTIY. :
A R N AN AR ™ NS 3
TRALNING SCHoOGL REPORT O Y
/ iz [ e o
. Form Ho.,1 SDW 701

A Training School Report was made out for each immate when released,
discharpged, paroled, or othorwvise sabsent from school. A copy was

-S40 Department of Public Welfare as a notification of
the status of tho inmate.

The following entries appear on ths card:
nae of child, eddress, date received, by whom coumitted, age, date

of birth, period of commitment, offense, status--discharge, parole,
hespital, escaped, ete., party to whom paroled, address, date, tirit
of Habeas Corpus initlator ard dats, recommission date, parole vio-

lation date, date of commitment extension. On the revarse side
eppear the following entries: wmother's and father's name and addre
next nsarest kin and address, held as State witness (dato). held as
vagrant (data), d.gnntm,m of trai.ningpchnol Jﬁ,gc,,_,lb w'

h mcormxnma HETAIN ﬁgwu—.‘r ,-r M?.s Ze R & sThr

bga e T e
TE Mﬂ ELTRON, / y




FQRM® HR-RM 1A R scusnuu 285
(11.1-886) ( ‘(EQ ‘T FOR RECORDS RETENTIOP{ ‘:H( ‘LE
Hall of Records ’ ' . {Continuation Sheet) . PAGE
~ Commission . NO. 14‘.
5. Description of Records . |6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
8“ work or activity to which the records relate inclusive dotes and quantity and Board of Public
{cubic or linear feet) Show recommended retention period. Works.‘
Se | COFTAGE POPULATION REGISTER -
S
Sizes 15" x 12" x e 3
Datess 1953 = = - =
Quantity:s 9 volumes . o=
File Arrangements Chronological Lo S
. Annual Accumuletions 3 cubic foot : o
Q
The Cottage Poz:ulati.on Register is a dally record of the population =3
distribution of each cottage. Entries--separate shset for each cot- a- o
tege--provide the following information: immate's nams end status- : ac
released, newly admitted, re-admitted, ebsconded and date of return, =
date. of commisaion to hospital and returm, dats of retun from vweek-
end at home. This record provides a convenient breakdown of popu- =
lation distribution which sidas reporting of popuwlation distributiaon =
information to tha State Department of Public Welfare.
RECOIM«:HDATIW: ‘RETAIN FOR THREE YEARS AFTER DATE OF LAST ENTRY
AND TIIEN DESTROY.
. 6. |SUMMARY CARDS
‘ Form No.s SDPY 402, m snw h0h
Size’ SI! x 80 "

Datess 1948 - -
Quantity: § cubic foobt

This file was maintained to provi.da a convenient brealndmm of in-
formation, including the followinge date paroled, local unit charge-
able for cost of maintenanca, boy's name, status of bdy--admitted,
carried over, on parole. As each boy was discharged, his card was
prepared and filed, Thaoriginalcopyofthiacardmunttoﬂn
Department of Public wWelfare.

Form LOL (83s xll"), Mcnthly Statistical Report of Juvenile Insti-
tution, MamcalmmetmutMWof?ubm
Welfare in place of Form LO2. Form LOL is a monthly report contain-
ing the following informationt date, facility (institution) submit-
ting report, status of children committed or detained; days'! care

given during monthj summary of populationg status of-mterrala for
after-care supervisionj number of children classified by local unit
chargeable for: children admitted; children for whom care was ter-

minateds detained children admitted or discharged; children receiv-
ing care in facility at-énd of month and the mumber of referrals :: -,
pendingatmdofmth;andlistingofchﬂdmda%mthan
twanty-one dayaandinfacmty (institution) =t end of ths’morth, -

For YeanS 4 fr@R Disdhpnecs o o
ENDATIONS RETAIN FOR TS Am DESTRDY . AT

“'\’Z'ZI‘J P37
LT WORKS

[P |
k. Sred g T
5 3057




SCHEDULE
NO.

285

FORM HR-RM 1A ,.k
(11-1-86) ( EQ ST FOR RECORDS RETENT'OF\' :H( ‘LE
Mol of Records \ (Continuation Sheet) .

Commission
5. Description of Records .
ber, size of documents,

PAGE
NO.

Works.

S.

6. Recommendation
df Hall of Records
and Board of Public

Describe records accurately. Include title, form num .
work or activity to which the records relate, inclusive dat;;as, and quantity

4,
¢
) (cubic or linear feet). Show recommended retention period.

LISTS OF COMMITIED EOYS (R GIRLS
FPorm No.3 SDPW LO6
Size: 8 x 11®
Datess 1953 « -
Quantitys Less than % cubic foot
File Arrangements Chronological
ILists of committed boys or girle who were admitted to training

[

AWOL over thirty days, etc.
RECOMMENDATIONs RETAIN FOR THREZ YEARS ARD THEN DESTROY.

COTTACE LOG BOOKS

Size: 1" x 8" x1v

Datess 1954 - -
9 volumes

‘ Quantity:
File Arrangement: Chronological
Annua) Accumulation: % cubic foot

N

RECOMMENDATION ¢
THEN DESTROY.
MEDICAL HISTCRY ARD TREATMENT RECORDS

= s v

9.

inactive, part of Item 2 (total L

school and whose care terminated during the month are made out

monthly by the training school. The original copy is sent to the
State Department of Public Welfare. The following entries appears

’ name of training school, month, listing of inmates' names, notation
of inmate's statuge-parcled, discharged without continuing service,

A Cottage Log Book is maintainsd by the cottage porents of each
It is a daily record of events at each cottage=--girlst

cottage.
physical ailments, events of interest, remarks on behavior of indi-
viduals, namas of visitors, medicines administered, types of punishe

ment administered, names of inmates who are discharged, etc.
RETAIN FOR THREE YEARS AFTER DATE OF LAST ENTRY. AND.

Vit

T

BoL. i L]

Size: 83 x 11v
Datess 193} = -
Quantity:s sctive, L cubie feet
cub{l.c fect) N2 Lon_are N,
— o " SrCRETARY

APPROVED
MMISSION

F RECORDS ¢

HALL ¢

-~ \ ¥ » -
0 15D
. TV LRES

i
\

Flle Arrangement; Alphabetical
Annual Accumulation: 1 cubic foot

following recordss

A Medical History and Treatment folder is kept for each girl come
mitted or detained at the school, A folder may contain any of the

. ) Admission Sheet - date, name of immate, address, age, date of
admigsgion, name of examining phyaician,

summaries of laboratory reports, family

~history, and past medical history.—




SCHEDULE 8 -

FORM MR-RM 1A .
(11-1.-86) ( '{EQ " ST FOR RECORDS RETENTION <HF 'LE No. &0
Koll of Records (Continuation Sheet) . PAGE
Commission . . NoO. 6
[ ]
4 " 5. Description of Records 6. Recommendation
% - Describe records accurately. Include title, form number, size of documents, of Hall of Records
" work or activity to which the records relote inclusive dates and quantity and Board of Public
(cubic or linear feet). Show recommended retention period. Works.

Physical Examination Sheet

Treatment Sheet

Reports from Medical Unit--original copy filed in case folder,
submitted for beginning study, six i
month revisw, and terminal study

Dental Cards

Leboratory findings--blood serology, cervieal smear, sputum

analysis

Approximately four years after inmate's dischargs, all mediocal yec-
ords are transferred to the Inmate's Case Folder (Item 2).

RECOM{ENDATIONS SEE RECOM{ENDATION FOR MEDICAL ISTCRY RECORDS
UDER ITEM 2, B., CASE FOLDERS. ,

APPROVED
HALL OF RECORDS COMMISSION

10.| DAILY RECCRD OF TREATMERT

Sizes 12" x 10" x 1v

Datess 1956 - -

Quantity: 1 volume

File Arrangements: Chronological

. Daily Record of Trestment is & record containing the following
entriess date, inmats's name, and treatment or medication adminis-

tored. A monthly report is prepared using this data.
YR -

RECOMMENDATION: RETAIN FOR THAMR YEARS AFTER DATE OF LAST ENFRY AND
THSN DESTROY.
11.| SUPERINTENDENT'S GENERAL CORKESPONDENCE I )

Sizes 8%“ x 11" 1+ LI WORKDS
Dates: 1934 - -
Quantitys 21 cubic feet I I
File Arrangement: By year and alphabetical therdin

Amnual Accumulations 1.5 cubic feet
Disposable Amowmnt: 16 cubde feot (estimate)

This is the cperating file maintained by the Superihtaident!
Most of the correspondence is recsived from or directed to Fedaral,
State, local, or private organisations snd agencios which have an
interest in the activities of Barrett School for Girls.

In addition to correspondence, ths file contains the following types
of material: departmental reports, mesoranda, staff schedules,
menus, ¢ s of daily population reports, daily population sheets
(internal), ataﬂ‘ meeting sgendes, immates disciplinary reports,
. mmatoﬁoardofnanagam,mdpspeuulatodtobwgetplannmg.

RECO'MENDATIONs RETAIN POR THREE YEARS; THEN RENMOVE AND RETAIN
PERMANENTLY ANY MATERIAL HAVIKO LBOAL OR ADMINISTRA-
TIVE VALUE ARD DRSTROY ALL OTHER MATERIAL.

rau——

-




FQRM HR-RM 1A oL
(11-1.86) (’ ‘EC ST FOR RECORDS RETENTION SHr  \LE NO. |
Hall of Records (Continuation Sheet) . : PAGE
NoO. 7.

Commission

SCHEDULE
285

¢

5. Description of Records 6.

Describe records accurately. Include title, form number, size of documents,

(cubic or linear feet) . Show recommended retention period.

of Hall of Records

work or activity to which the records relote inclusive dotes and quantity S\r/\d l?ourd of Public
orks.

Recommendation

12.| SUPERINTEXDZNT!S BOARD MEMBER FILR

‘l'h.i.s file 18 made up ofs

'REOO?MEHDA’I‘IO}\I: RETAIN FOR 'PSIt YEARS AFTER EXPIRATION OF BOARD

Sizes  O0%® x 130 ..

Datass 1947 - -

Quantitys 1.5 cubic faet -

File Arrangeients Alphabetical :

Anmm]. Accumulations less than % cubio foot

A. Foldars for current and past aeabers ot the Board or
Managers. Each folder may contain correspondance with
ths Board manber, copiea of meoting notices, egendas, etes

B. Superintendont's Monthly Reports to ths Board of Managers.
P

_ HE}BER'S TENY AND THEN DESTROY. -

PAYROLL LEDGER

2,

Sizes 1y* x 10" x 1R :
Datess 1LIL1-1br — —.
Quantity: 1 volume

File Arrangrmants Chronologiecal
Audits State N . :

Employea's nams, Job clazsification, and amount of pay for a bi-
woekly period are antared in ths Pmoll Ladger.

APPROVED ,
HALL OF RECORDS COMMISSION

tmmo:mmnxom RETATN PERMANINTLY.  —
ACCOUNTING RECCRDS TS

Dates: 1934 - =

Quantity: 66 cuble feet

File Arrsngement: Chronclogical

Anmual Accurnilation: 8 cuddc f2et
Disposable Amountt 32 cuble foot (estimate)

This item includes 211 standard accounting forms used by 3iate
apgencies as supporting data to ths final books of entry. The final
[books of entry, which are to be retained permanently, are:

Cash Receipts and Disbursements (Cash Booka), 6 volms.l?ﬂa -
Cash Disbursement Register, 2 volumes, 19
Appropriation Ledgers, 2 volumes, 1952 - =

Audits State | - ], ..s

SECRETARY

Qsneral Jowrnal, 1 veluns, 195] - -




R

FORM HR.RM 1A N SCHEDULE
(11-1.88) ( \:c ST FOR RECORDS RETENTIOP TH" ILE No. =85 a
Holl of Records (Continuaticn Sheet) : PAGE '
Commission ' NO. R,
4 5. Description of Records 6. Recommendation
) Describe records accurately. Include title, form number, size of documents, of Hall of Records
W work or activity to which the records relate, inclusive dates, and quantity and Board of Public
(cubic or linear feet). Show recommended retention period. Works.
Speoitiﬁally ths eupporting records ares
=
Cantroller of the Treaaury =2
Form Fg- (;-;
: Memorandom of Adjustment . . w S
P-1-8 Distribution of Charges =
E-1 and B} . Tranamittal ca
D=1 Certificate of Deposit and Bank Deposit slip =S
R-2 (formerly m—z) vm::w ‘;‘.E“ of State Funds Collected and o3
pos o=
Distribtution of Unexpen&ed and Gbligated = S
Balances —
Monthly Statement of Balancas =
=
Pam!mning Burean (Depe.rtmnt of Budget and Procuremnt)
1-A Requisition for Bupplies
']‘.&.)"16 Purchase Order
- Out~of-Schadule Raqtﬁsitim for s plies
.| 39-A and i0-A Stores Requisition e
o cr-2 Copy of Contract Awardsd -
-  Capital Fund Requigition for quﬂ.memt
100-2} Actual Emergency Purchase Report
27-A Copy of Contract Awarded
CF=-3 Copy of Contract Awardad
= Dalivery Invoice
26-4 - Notice of* Award of Contract
52 Crodit Momprandum
S1 - Report of Partisl Delivery
Budget Bureau (Department of Budget and Procurement)
BB-1 (Raev.) Formerly BB-1 and EB-2 ‘
Budget Sehedule Amandment Sheet
BeP. Inv. RI0L Report of Fixed Assets (annuel)
B.P. Inve R102 . Report of Materials and Suppliss (annual)
B.P. Inv, 6 Rateuah and. St:ppuea Physical Inventory (annm)
Budget form |
Nos. ) thra 11 Budget Estimtes Fiscal Year (13 pages includ-
ing farm statement) . .
FP=1-A Power Plant Utility Report (morth]y) A ionichy 3y
Fern Report (amuel) BCARD O3] BLOLIC WORKS
- Ferm Report (monthly)
. Food Recort (monthly) . o nen

L




ifomi_u;a.nu 1A ) A . . 28,.

(11-1-86) ( ‘EC " ST FOR RECORDS RETENTION SHY  \LE
Haoll of Recards (Continuation Sheet) PAGE

Commission B NO. 9.

4 5. Description of Records | 6. Recommendation
I Describe records accurately. Include title, form number, size of documents, of Hall of Records
“‘ work or activity to which the records relate, inclusive dotes, and quantity and Board of Public

(cubic or linear feet). Show recommended retention period. Works.
Others

Vendors Invoices

Bank Deposit Slips

Bank Statements

Canceled Checks

Inventory - expendables equipment
. Check Stubs

Inmate's Purchasag--commissary account cards

Innate's Order for Commissary Pnrchaaes

Cash Receipts

Petty Cash Slips--for less than a dollar

returned to inmate at time of discharge
: " Receipt for clothing issuod

SDPW-103 Statistical Card for Child Detained in Tmining ‘

APPROVED
HALL OF RECORDS COMMISSION

School
SDPH-LO0L : . Monthly Statistical Report of 'l‘raining School
to State Department of Public Welfare
SOPW 394 - Quarterly bills to countiss for girls in the

, training school
Vendors delivery receipt
: 8Shipping and dslivery instructions :
. : _ Bi-weekly Overtime Sheet for Employees
Employeos! time cards--punch clock
Student Fund receipt or withdrawal books—
orlginal slips given to inmate upon deposit
or withdrawal of funds
) Night watchman's punch clock dials
, Trial Balance booka

RECOMMENDATICN: RETAIN FOR THREE YBARS, OR UNTIL AUDITED, WHICHEVER
13 LATER, AND THEN DESTROY.

15. | ACCOUNTING RECORDS FOR WHICH ‘DISPOSAL HAS BEEN PROVIDED BY A _GENERAL
RECORDS RETENTION SCHEDULE

PAYROLL (Prior-to July 1, 1953). The agency copy of this payroll
form 1s to be retained for five years or until audited, whichever
is later, and then destroyed. (Gensral Schedule No. G=1, Item l-d
appruvadbythasoard of Public Works, January 11, 195L).

PA!ROI.LJOURNAL Theagemycopyiatobonmmdformyem
or wntil audited, whichever is later and then destroyed._ (General .|.
Schedule No, 0-2, Item 1-d, apprawdbythe Beard of Public Horku, B EERCENEE ;-;\f
Jamuary 11, 195145 o Z TR
PAYROLL EXCEPTICHNS, ADDITIORS m DEDUCTIONS « The agenay copy 18 tno
. be retained for three years or until audited, whichever is later, | . -5
and then destroyed. (General Schedule No., 8-2, Item 3-h), approved
by the Board of Public Works, Jamuary 11, 1954},

« o ol oo .
- N bt A R m s B aT AN &




¥ORM . HO-R
(11-1-B

- MHall of Rec

Commission

M 1A

SCHEDULE
NO.

285

6) ' (" “EQ” ST FOR RECORDS RETENTION “Hr 'LE

ords L (Continuation Sheet) ' - PAGE
: ' No. 10,

)

- 4,

item

5. Description of Records

Describe records accurately.
work or activity to which the records relote, inclusive dates, and quantity
W

(cubic or linear feet). Show recommended retention period.

orks.

6. Recommendation

Include title, form number, size of documents, of Hall of Records
and Board of Public

16.

17.

PAY WARRANTS -~ Ths agency copy is to be retained for three years or
until audited, vhichsver is later, and then destroyed. (General
Schedule No, G=3, Item 3, approved by the Board of Public Works,

May 10, 195L).

RECEIVIRG WARRANTIS - The agency copy is to be retainsed for thres
years or until audited, wihichever is later, and then destroyed.

18.| PERSONNEL RECORDS' - 5

(General Schedule No. G-L, Item 3, approved by the Board of Public
Works, May 10, 195h).

TRANSMITTAL F(R¥ E-1 or s-é (comptroner of the Treasury Form) is
to be retained for three years or until audited, whichever is later

and then destroyed (General Schedule No. G=5, Item 3 approved by
the Board of Public works, May 10, 195h).

MASTER AUTIIORIZATION ' I

This State-wide form of the Commissioner of Perscnnel is the author-
ization for entering the employee's name on the payroll or for making
any changes in the m rate. It also showa a11 pay deductions.

RECOMENDATIONS m‘l‘ﬁﬂr" S "
DATR CF SEPARATION, OR UNTIL Aunmn, WICHEVER

Is LATER. AND THEN DESTROY. ﬁ’ET’A'/NA—ll_CT”h"‘,ﬂ

LEAVE ©SA0RDS (YHiciwgd g @ /s AATS R, THmE N Z)FS?’I{(\Y

File includes the fonowing recordss

Leave record card - Form SEC 128-A, a standard State-wide
form, prepared _a.nnnal]y i‘or each employee

Leave Applications : .

LA rssy Lmq ve (’nnc‘ FER chn. Vé wms 4 r‘rr
RECOMMENDATIONt ' RETAIN, FENTERSsiSaueY Uk UNTIL AUDITED, wW(ICHEVER
' _ IS LATER, AND THEN DESTROY. RETAI: A/(A, “"'Vr(r*fz

7"{+/Czr }/EA-T;\_S ‘e R

Sizat 8%" x 11v w’n-/CHE Y& s L4
Dates: 1953 - - .
Quantity: 1 cubic foot

File Arrangements Alphabetical by ﬂ’ﬂplme
Amual Accumulations ‘Less than % cubis foot -

Z’QH‘.M,‘ D
amﬁ

L:JZI f’ﬁ.gﬁ/ DL:;

=SION

~ APPROVED
HALL OF RECORDS commi

R AR CChn b 5 Fofl TTH QAL IK’AQ;' g R wu T Afd T

Doctors! certificatas s T
R Tedpain AT (0 N
F Xy advicr

u )4 ]u A.e(r;

SECRETARY

A Personnel Folder is maintained for sach employee of Barrett School.
A typica.l foldsr may contain any of the rououing records:

smc 130 « Request for Temporary Appointmt
SEC 101 « Application for Employment '




C e
FOnM. HI-RM 1A

: ~ SCHEDULE -
(11-1-88) 4 ‘EC " ST FOR RECORDS RETENTION .H( ‘LE NO. - PASH
» Hull of Recbrds (Continuation Sheet) : PAGE
Commission . NO. 11.
4 5. Description of Records 6. Recommendation
tem Describe records accurately. Include title, form number, size of documents, of Hall of Records
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